	Hutt Valley Hospital                                      

Carpark Application Form                                               Te Whatu Ora
                                                                                                                        Health New Zealand

Use this form to apply for a debit card, to have parking costs 

automatically deducted from your salary or Invoiced via email.
	

	Part 1: Payment Options 

	What would you like?
	 FORMCHECKBOX 
 I am a casual/part time staff member and would like to apply for a parking debit card (Complete sections 1-3)

 FORMCHECKBOX 
 I am a full time/part time staff member and would like to apply for a swipe card and have parking charges deducted from my salary (Complete sections 1-4)

	Part 2: Your details 

	Sections marked with an asterisk (*) must be completed. 

	Payroll Group:
	HVDHB, CCDHB, Contractor or Other : CONTRACTOR    


	Care Park Number
	
	Contact Phone*
	

	Email address*
	

	First Name*
	
	Last Name *
	

	Position*
	Lead Maternity Carer - independent midwife
	Department*
	Women & Children’s – Maternity

	Vehicle registration*
	
	Other Vehicle Registration
	

	Lost, stolen or replacement card?
	 FORMCHECKBOX 
 Yes - My parking card number is _______________
 FORMCHECKBOX 
 No

	Part 3: Declaration 

	 FORMCHECKBOX 
 * I declare that the information on this form is true and correct.
 FORMCHECKBOX 
 * I agree to the Terms and Conditions laid out in the Car Park Management Policy 2019. (excerpts found on rear page, full version                  of the t&c available on the intranet or via request from parking)
 FORMCHECKBOX 
 * I understand that the Hutt Valley DHB may change the cost, terms and conditions of parking and will give reasonable notice of any changes.

______________________________________________________

Applicant’s Signature*
                                        Date*

	Part 4: Authorisation for salary deduction or invoice
Complete this section if you would like parking costs deducted from your salary each fortnight

	 FORMCHECKBOX 
 I authorise Hutt Valley DHB Payroll to deduct the cost of parking from my salary each fortnight. (HVDHB Payroll)
 FORMCHECKBOX 
 I understand I will be invoiced monthly to the supplied email address provided. (CCDHB, contractor and other groups)

___________________________________________    _____________
Signature
                                                                     Date 
__________________________________________________________

Name (please print in full)

	--- OFFICE USE ONLY ---

	Card Number:
	
	Emailed Applicant Date:
	

	Creation Date:
	
	Card Pickup Date:
	

	Created by:
	
	Payroll/Revenue Email Date:
	


	What to do next

	Please take this completed form to the Parking Office or email to parking@huttvalleydhb.org.nz.

form will be processed and you will be emailed when it is available to collect. 
You may be required to pay a $20 deposit, deposits will be refunded when parking card is returned.


	Car Park Management Policy (excerpts)

	3.2 Designated Areas 
To ensure that parking is available for the specific needs of patients or staff, some parks are specifically sign posted, e.g. Therapies. All staff members / contractors should respect the needs of patients and staff with genuine need for these parks and refrain from parking in them.
3.5 Breaches 
Breaches of parking regulations include, but are not limited to: 

· Failing to park in the appropriate designated area, including parking on the grass or outside of marked parking bays; 

· Sharing Parking Cards with another car park user(s); 

· Tailgating other vehicles exiting the car park; 

· Parking over fire hydrants, on double yellow lines or emergency entrances. 
· Parking in restricted areas
Failure to remove the vehicle or continued breaches may result in: 

· The staff member / contractor’s parking /debit card being revoked. 

· A formal disciplinary process being initiated. 

4.1 Right to search for a car park 
Staff should note that the issuance of a Parking Card or Debit Card gives them the right to search for a car park within the designated areas – it does not guarantee a car park to any person.
4.4 Vehicle Registration details 
Staff should provide details of all vehicle registration numbers that they may use and provide an update of this information if they change vehicles. In the event that a staff member is driving a vehicle other than the one they regularly use, e.g. a courtesy car, a note containing the registration number of their vehicle must be placed in the front windscreen of the vehicle where it can be clearly read by Security/Parking staff.
4.5 Lost or damaged cards 
If a staff member or contractor loses a Parking Card or Debit Card, has a damaged card, or has it stolen, they must immediately report the loss or damage to the Parking Help Kiosk and complete any such incident reporting paperwork as required by them. 

A fee is charged for a replacement card, which should be paid at the Revenue Office, with evidence of this payment given to the Parking Attendant who will arrange the replacement card. Every endeavour will be made to replace the Parking Card within 24 hours of receiving proof of payment. 

In cases where the card has been stolen the replacement fee will be waived where the staff member / contractor is able to provide a copy of the police report of the theft.


	Help and more information

	Additional information about parking is available on the Intranet > Staff Info > Parking

If you would like more help or information email us at: parking@huttvalleydhb.org.nz or call Ext 269


+ requires LMC Parking Permit for dashboard from Capital  Coast
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